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Introduction

Welcome to the industry’ s quick
reference guide for the TRACS Manual
Voucher Submission application. This
guide provides step-by-step instructions
on accessing and using the TRACS
Manual Voucher application. This guide
isintended for industry and Contract
Administrators (CAS).

The Manual Voucher Submission
application enables use of the Internet to
submit voucher summariesto TRACS
when the facility for submitting this
information using the regular batch
process is unavailable. Thisis not an
alternative to batch submission in that
specia claims and miscellaneous
accounting transactions are not
supported by the Manual Voucher
Submission application.

Owner/Agents (O/As) and Contract
Administrators (CAs) who have
previously been paid through TRACS
may electronically submit their manual
vouchers through the Internet to be
reviewed and approved by HUD staff. If
no vouchers have been previously paid
through TRACS, the O/A or CA must
request entry of the manual voucher by
their HUD field office.

Objectives

By the end of this guide, you will be able
to:

Understand the background of the
TRACS Voucher Processing System.

Understand how to access, create,
correct, and delete manual vouchers
using the Manual Voucher
Submission application.
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Manual Voucher Submission Overview

Overview

When Payments was added to the TRACS Voucher Processing system in 1997, Housing
made the decision that only one voucher would be accepted per contract per month. Any
adjustments required to a voucher already submitted and paid would be carried forward
to subsequent vouchers. The one voucher per month model has not covered all of the
cases in which owners or management agents required payments.

There have been occasions when owners or management agents were unable to
successfully submit both the vouchers and the supporting certifications to TRACS in time
to avoid financia distress. In these cases manual payments have been approved, and they
were paid directly from LOCCS. Whenever this occurred, there was no feedback to
TRACS leaving avoid in the payment history for the contract in TRACS. Housing now
has the requirement to provide in TRACS for the entry of manua vouchers from the
Intranet and Internet. This expansion of TRACS will virtually eliminate the need for
manual payments through LOCCS for regular voucher payments.

System Design

The Manual Voucher Submission option will be displayed on the TRACS Internet
Applications Main Menu. The link, called Voucher Submission, displays aVVoucher
Submission Menu with three option links: Correct an Existing Voucher, Create a New
Voucher, and Delete a Voucher. Upon selecting one of the links, the system displays a
Voucher Submission Query screen, and allows users to select Subsidy Type, enter
Contract Number and/or Project Number, and enter a Voucher Date.
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Manual Voucher Submission Security and User Access

Security and User Access

Registration is required prior to gaining access to the Tenant Rental Assistance
Certification System (TRACYS) Internet applications. As these applications provide
access to senditive financial and personal information, security features have been
implemented to ensure access is granted only to authorized entities/individuals. Only
after registering in HUD’ s Secure Systems, being added to the system, receiving a user
ID, and being assigned a system role can an Internet user access TRACS Internet
applications.

Further restrictions apply regarding system access for a specific property. Before
permitting access to TRACS Voucher, Certification, and Tenant Unit Address data for a
property, a user must be assigned to that property by the coordinator of the owning entity.

Each trusted business partner, or their authorized agent, interested in using these
applications must first successfully complete aregistration process with HUD. There are
two types of TRACS Internet users. coordinators and users. In most cases coordinators
perform only system administration functions. These functions include establishing their
profile as a coordinator to TRACS or other systems, activating the user, assigning the
user’ s role and access to the applicable property. A user is someone other than the
coordinator, either an employee of the owner or athird party, who has registered for a
user ID from HUD and has been authorized to access TRACS Voucher and/or
Certification data for a property (or properties) by the coordinator of the owning entity.

The following seven steps outline the registration process.

1. Coordinator(s) for aHUD trusted business partner submits an
on-line registration application form for their coordinator user
ID to HUD using HUD’ s Secur e Systems.

2. User(s) for atrusted business partner submits an on-line
registration application form for their user 1D to HUD using
HUD’s Secure Systems.

3. HUD approves/denies application for coordinator registration
and returns correspondence by mail to the CEO of the owning
entity or the organization named in the registration application.
The mailed response contains information necessary for
coordinator registration in Secure Systems.

4. Coordinator logsinto Secure Systems and establishes their
profile as coordinator to TRACS and/or other systems.

5. After submitting their registration, user (s) notify the
coordinator for the owning entity under which they registered.
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Manual Voucher Submission Security and User Access

6. The coordinator accesses Secure Systems, retrieves the user
information, and assigns role(s) and property access rights for
the user(s).

7. Authorized user (s) log-in to Secure Systems and access
authorized information viathe TRACS Internet application(s).

Once you are established as a coordinator or user, return to this guide for step-by-step
instructions on using the TRACS Manua Voucher Submission application. Users can
only correct, create or delete vouchers associated with the contract/project for which the
user 1D has been linked.
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Manual Voucher Submission Accessing the Manual Voucher Option

Accessing the Manual Voucher Option

Access the HUD Multifamily Secure Systems by entering the following URL in the
Location field of your browser:

https://hudapps.hud.gov/HUD Systems/

25 Note: Bookmark this site for quick future access!

To access TRACS Internet Query Applications:

1. Enter the URL displayed above, and the User L ogin screen displays.

Usermname and Password Bequired |

Enter uzername for Enterprize Server at
hudappz. hud goe:

Izer Mame: I

Fassword I

O, Cancel

2. Enter your User ID (User Name) and Password.

3. Clickon , and the Legal War ning screen displays.
OR
Click on Cancel to enter adifferent User Name and Password.

25 Note: The User ID must be entered all in uppercase format and the password is
case-sensitive. The User 1D will be your M-ID assigned by Secure Systems.

Seenre-Systems. o

HUD

Legal Warning

Mdisuse of Federal Information through the FIUD
Secure Connection web site falls under the provisions
of title 18, TTnited States Code, Section 1030. This law
specifies penalties for exceeding authorized access,
alterations, damage, or destruction of information
residing on Federal Computers.

|
& [=b= [Documen t Done Bl =

s
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Manual Voucher Submission Accessing the Manual Voucher Option

4. Click on M, and the Secure Systems HUD screen displays.
Seenre-Systems -«

Systemns

» Tenack Rerkal Asristsnce Cartfication Swetars (TRACS)

» Ling of Credt Contral Syaem (LOO2E
Systemn Administration - Guid

* Svrbem Mnpberenee
= Dser ID Manienance
. .

+ THA Asgmment Mantenace
* Powword Change

5. Click on the Tenant Rental Assistance Certification System link, and the
TRACS Home Page screen displays.

TRACS

Voucher

Tenant

Listed below this heading are the links to Over/Under Payment Resolution, V oucher
Detail Reports, Voucher Query, Voucher Submission, Certification Query, and Tenant
Unit Address Query.
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Creating Manual Vouchers

The TRACS Manual Voucher Submission application allows users to create manual
vouchers online and submit to HUD for review and approval, if the voucher for the
contract or project was previously paid through TRACS.

From the Voucher Submission M enu screen, click on the TRACS Menu link in the blue
side bar to return tothe TRACS Main Menu.

From the Voucher Submission Query screen, click on the Submission Menu link in the
blue side bar to return to the Voucher Submission Menu.

To create and submit a manual voucher:

1. Fromthe TRACSMain Menu, click on the Voucher Submission link, and the
Voucher Submission Menu screen displays.

Voucher Submission Menu

Voucher Submission

[

i_i
i
P
E)

2. Select the Create a new voucher link, and the Voucher Submission Query -
Create a New Voucher screen displays.

Voucher Submission Query

Create a new voucher

Emter the Contract Mumber andfor Projact Mumber,
il Woucher Diate for the W oucher wou want 1o craas

Subsidy Type: Saction x
Cantract Mormber: I

anvd I ar

Praject Mumbar: |

WoucherDats: [ oo [MMDIDIT

Subrmi | A |
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Manual Voucher Submission Creating Manual Vouchers

3. Select Subsidy Type from the drop-down list:

Section 8

Rent Supplement
RAP

Section 202 PRAC
Section 811 PRAC
Section 202/162 PAC

4. Enter Contract Number (for Section 8, 202 PAC, 202 or 811 PRAC).

5. Enter Project Number (for Rent Supplement or RAP).
6. Enter Voucher Date (MM/YYYY).

7. Click on Ml and the Voucher Submission Summary — Create a
Voucher screen displays.

The screen automatically displays contract information entered from a previously
submitted voucher. If avoucher already exists for the voucher period entered, the
system will display a message stating that the voucher for the contract and the voucher
period entered aready exists.

When Subsidy Type is not = to Section 8, the following screen
displays.

Voucher Submission Summary
Create Mew Voucher
Praject Naine: TEST COURT 1
Praject Number Snaengan
Subsidy Type: Rent Supplement
Voucher Date: o200
CONTRACT INFORMATION
Management Agant Name: [TEST MANAGERFIIT, IHC .
Managemearnt Agant FIN Humbar |
{Comiract Specifich
Total Unit im Contract: n
= Humber of Wit Receiing Sabsidy Uader Contrac: 0
= Number of Units Vacant Under Contract: a
= Number of Units Occupled By Markei Rent Tenants: a
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Manual Voucher Submission Creating Manual Vouchers

FAYMENT REQUESTED
Rurriber of Lints I Biling Amount Faque sted
* Regular Tenant Assistance Payment for 052001 | EIC
= Adjustments to Hegular Tenant Seststance Payments lzi lui
Total Payment Reguastad: F
OWNER'S CERTIFICATION
* Dhemar Signad Hamea: |E
* Chwnr Signed Title: [rccomRTanT
* Chter 'Si e Date: [er oo Jeoor
= Ovwiver Sigmed Pleone Humber: |555-555-5s8s

Lahals with asiansk 7 am mandsiomn,

=ubrnit |

Fiaturn o *Youcher Bubmission Guan

When Subsidy Type = Section 8, the following sections display.

EXCEPTIONS TO LIMITATIONS ON ADMISSION OF LOWER-INCOIME FAMILIES (Only for Sec. 8 contracts

effective on or after TOMAFT58T)
Project-Based Exceptions In Use; Il:-
Project-Based Exceptions Allocated; .'I:l

Tenand-Based Exceptions In Lise; ||:|
Todal Exceplinns: iﬂ

Mace Field OMice Last Changed Sllocations 2 l_
for Projeci Based Excephions {MMIIDCYEYY) I_ 'r]_ !

TENANT INCOME INFORMATION
(Cniy for Sec. 8 contracts effactive before 141/1981)
Number of Unite Leaged 1o Low lncome Families who: |,:,
1. began receiving Sec. B on or afier 8101984 ; and
2. were not very low income at the fime they began o reoeive Secd
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When working with CA-administered contracts, the following section
displays for CAs.

ADDITIONAL INFORMATION FOR CA-SUBMITTED VOUCHERE
* Total Reguiar Payment Amount Approwed by CA:

= Total Adjusied Fayient faant Approoved by Ch:

Total Voucher Aot Approved by Che

=]

Aumoint Appliod 1o Mortgage:

LT

Furioaint Applied to Debis:
Eminunt Paid to Project:

Empunt Released fram Hesemnes

)
BiEE

.
s

/|

" Wowcher Approved Date MIDDAYYY)

T

Amount of Comaction:

The Voucher Submission Summary screen is divided into sections. The top part of the
screen, or header, displays information containing the Contract Number (for Section 8,
PRAC, and PAC vouchers only), Project Name, Project Number, Subsidy Type, and
Voucher Date. The main sections of the screen represent Contract I nformation,
General Occupancy Information, Payment Requested, and Owner’s Certification.

For Section 8, the screen displays two additional sections. Exceptionsto Limitations
on Admission of L ower-Income Families, for sec. 8 contracts effective on or after
10/01/1981, and Tenant Income I nformation, for sec. 8 contracts effective before
10/01/1981. The Management Agent’s Name is automatically populated when entering
the Project Number; however, thisfield can be edited. If the EIN has been associated
with the Management Agent Name and stored in the database, it will also automatically
display when entering the Project Number or Contract Number. Thisfield can also be
edited.

The section that will display for CAsonly is Additional Information for CA-
Submitted Vouchers.

&  Note: All fields |abeled with an asterisk are mandatory fields.

Contract Information

8. Edit Management Agent’s Name (if applicable).
9. Edit Management Agent EIN Number (if applicable).
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Manual Voucher Submission Creating Manual Vouchers

General Occupancy Information

& Note: Total Number of Unitsis displayed on the screen as a non-editable field.

10. Enter Number of Units Receiving Subsidy Under Contract.
11. Enter Number of Units Vacant Under Contract.
12. Enter Number Of Units Occupied by Market Rent Tenants.

Payment Reguested

& Note: Number of Unitsin Billing automatically display after entering General
Occupancy information.

13. Enter Regular Tenant Assistance Payment Amount Requested.

14. Enter Adjustments to Regular Tenant Assistance Payments-Number Of Unitsin
Billing.

15. Enter Amount Requested.

& Note: Total Payment Requested Amount is automatically calculated by the system
and displays on the screen.

Exceptions to Limitations on Admission of Lower-Income Families

(Only for Sec. 8 contracts effective on or after 10/01/1981) (displays
for Section 8 only)

16. Enter Project-Based Exceptions In Use.
17. Enter Project-Based Exceptions Allocated.
18. Enter Tenant-Based Exceptions In Use.

& Note: Total Exceptionsis automatically calculated by the system and displays on the
screen.

19. Enter Date Field Office Last Changed Allocations for Project-Based Exceptions
(mnvdd/yyyy).

Tenant Income Information (Only for Sec. 8 contracts effective
before 10/1/1981) (displays for Section 8 only)

20. Enter Number of Units Leased to Low Income Families who began receiving
Sec. 8 on or after 08/01/1984; and were not very low income at the time they
began to receive Sec. 8.

Additional Information For CA-Submitted Vouchers (displays for CAs
only)

21. Enter Total Adjusted Payment Amount Approved by CA.
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Manual Voucher Submission Creating Manual Vouchers

22. Enter Amount Applied to Mortgage.

23. Enter Amount Applied to Debts.

24. Enter Amount Paid to Project.

25. Enter Amount Released from Reserves.

26. Enter Voucher Approved Date (mnvdd/yyyy).
27. Enter Amount of Correction.

Owner'’s Certification

28. Enter Owner Sgned Name.

29. Enter Owner Sgned Title.

30. Enter Owner Sgned Date.

31. Enter Owner Sgned Phone Number.

32. Click on _=ubimit , and the “Voucher creation was successful” screen displays.
OR

Click on | Return to Yousher Submission Query | to return to the Voucher
Submission Query screen.

& Note: Clicking on Return to Wouscher Submission Query cancels the transaction
and does not save the data.
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Manual Voucher Submission Correcting Manual Vouchers

Correcting Manual Vouchers

The TRACS Manual Voucher Submission application allows users to view and edit
existing manual vouchers that have aready been submitted through the manual voucher
submission application, but have not been approved.

To correct manual vouchers:

1. Fromthe TRACSMain Menu, click on the Voucher Submission link, and the
Voucher Submission Menu screen displays.

Voucher Submission Menu

Wouther Submission
¥ " i
- CrpBlEANR

2. Select the Correct an existing voucher link, and the Voucher Submission
Query — Correct an existing voucher screen displays.

Voucher Submission Query

Correct an existing voucher

Eniter tha Cargract krmbar and'or Projact Murmbar,
and Yaucher Date For the Waucher yau want bo cormect

subsidyType:  [Seonws 3
Contract Mumber:

and | or

Project Bumber,

VoucherDate: | o] (MBTOIY YY)

S | ot |
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Manual Voucher Submission Correcting Manual Vouchers

3. Select Subsidy Type from the drop-down list:

Section 8

Rent Supplement
RAP

Section 202 PRAC
Section 811 PRAC
Section 202/162 PAC

4. Enter Contract Number (for Section 8, 202 PAC, 202 or 811 PRAC).
5. Enter Project Number (for Rent Supplement or RAP).

6. Enter Voucher Date (MM/YYYY).

7. Click on ﬂhm_‘tl and the Voucher Submission Summary — Correct
Existing Voucher screen displays.

The screen displays information previously entered when the voucher was originally
submitted through the Manual V oucher Submission application.

& Note: This function may not be used to correct vouchers submitted by batch process.

If the voucher has been submitted and approved, the screen displays a message stating
that the voucher for the month entered has been approved for payment and cannot be
corrected. If the voucher cannot be found based on search criteria submitted, the system
displays a message stating the voucher was not found.
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Manual Voucher Submission Correcting Manual Vouchers

When Subsidy Type is not = to Section 8, the following screen
displays.

Voucher Submission Summary
Cerrect Existing Voucher

Contract Humber:  TTOOTO0000
Project Hame: TEST MGMT
Project Rmmber: 95205959
Suibsidy Type: Section 8
Woucher ID; LRR il
Woucher Mang: TEMLEND

CONTRACT INFORMATION

Management Agent Narme: [TrvE mowT

an agement Aqent EIN Humber: |

CA D [rrass

GENERAL CCCUPANCY INFORVATION
(Contract Specific)
Total Units in Confrack ar

= Rumber of Units Recetting Subsidy Undes Conbrace: 20

Humber of Units Wacant Under Coniract Ell.'l

Humber of Units Occupled By Market Rem Tenanis: !n

PAYMENT REQUESTED

Humber of Unis m ERingy Amaant Reogestedd
* Regular Tenant Assistance Payment for D&2001: 20 1;1 717

* Auljustments to Regular Tenant Assistance Payments: IE 1I:I
Total Payiment e guested: 15'?1'?

OWNER'S CERTIFICATION
* Dwener Slgned Name: [®
* Dwener Sigoed Title: |.t¢OCI|I'J’1'WI'
® Dwrmer Signad Date; IH .-IE | M
* Dwrner Signad Phone Number: [155—5m0—55ms

Labeals with asterishk 7] 4re mandabon.

Subrait |

Fgtum 10 Wiodcner Submizalan Jusry
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When Subsidy Type = Section 8, the following sections display.

EXCEFTIONS TO LIMITATIONS ON ADMISSION OF LOWER-INCOIME FAMILIES (Only for Sec. § contracts

effectiva on or affar T0M987)
Projeci-Hased Exceptions In Use: b
Prajeci-Hasad Exceptions Allocated: [U—
Tenant.Based Exceptions In Use: R
Total Fsxce plinns: il:li
Date Field Office Last Changed Allacations II : E i reem

for Project-Besed Exceplions (MDD

TENANT INCOME INFORMATION
(Orly for Sec. 8 condracts effective befora 10/1/1581)

Nusmber of Uniks Leased to Low lncome Families who:
1. began receiving Sec. B on or after B11964; and
2. wiare not very low income at the tima they beyan to recaire Sech

T

When working with CA-administered contracts, the following section
displays for CAs.

ADDITIONAL INFORMATION FOR CA-SUBIWTTED VOUCHERS

*Total Regular Pay t A t Approved hy CA: 400

* Total Adjusted Pay t A t Approved by CA: ID—
Total Voucher Amount Approved by CA: 400

Amount Applied to Mortgage: I_D_ IE

Amount Applied to Debts: I—D_ IE

Amount Paid to Project: Iiu_ E

Amount Released from Reserves: liu. E

,.;l
Ly
-
o
[
=
=]
o
o
[

*Voucher Approved Date (MM/DD/YYYY)

T

Amount of Correction:
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Manual Voucher Submission Correcting Manual Vouchers

The Voucher Submission Summary screen is divided into sections. The top part of the
screen, or header, displays information containing the Contract Number (for Section 8,
PRAC, and PAC vouchers only), Project Name, Project Number, Subsidy Type, and
Voucher Date. The main sections of the screen represent Contract I nformation,
General Occupancy Information, Payment Requested, and Owner’s Certification.

For Section 8, the screen displays two additional sections: Exceptionsto Limitations
on Admission of L ower-Income Families, for sec. 8 contracts effective on or after
10/01/1981, and Tenant Income Information, for sec. 8 contracts effective before
10/01/1981. The Management Agent’s Name is automatically populated when entering
the Project Number; however, thisfield can be edited, if applicable. If the EIN has been
associated with the Management Agent Name and stored in the database, it will also
automatically display when entering the Project Number or Contract Number. This
field can aso be edited, if applicable.

The section that will display for CAsonly is Additional Information for CA-
Submitted Vouchers.

All fields are available for editing. You may edit one field or many fields, as necessary.

Contract Information

# Note: All fields labeled with an asterisk are mandatory fields.

8. Edit Management Agent’s Name, if applicable.
9. Edit Management Agent EIN Number, if applicable.
General Occupancy Information

& Note: Total Number of Unitsis displayed on the screen as a non-editable field.

10. Edit Number of Units Receiving Subsidy Under Contract.

11. Edit Number of Units Vacant Under Contract.

12. Edit Number Of Units Occupied by Market Rent Tenants.
Payment Requested

& Note: Number of Unitsin Billing for Regular Tenant Assistance Payments for the
voucher date entered will be automatically displayed after entering General
Occupancy information.

13. Edit Regular Tenant Assistance Payment Amount Requested.

14. Edit Adjustments to Regular Tenant Assistance Payments-Number Of Unitsin
Billing.

15. Edit Amount Requested.
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& Note: Total Payment Requested Amount is automatically calculated by the system
and displays on the screen.

Exceptions to Limitations on Admission of Lower-lncome Families

(Only for Sec. 8 contracts effective on or after 10/01/1981) (displays
for Section 8 only)

16. Edit Project-Based Exceptions In Use.
17. Edit Project-Based Exceptions Allocated.
18. Edit Tenant-Based Exceptions In Use.

& Note: Total Exceptionsis automatically calculated by the system and displays on the
screen.

19. Edit Date Field Office Last Changed Allocations for Project-Based Exceptions
(mnvdd/yyyy).

Tenant Income Information (Only for Sec. 8 contracts effective
before 10/1/1981) (displays for Section 8 only)

20. Edit Number of Units Leased to Low Income Families who began receiving Sec.
8 on or after 08/01/1984; and were not very low income at the time they began
to receive Sec. 8.

Additional Information For CA-Submitted Vouchers (displays for CAs
only)

21. Edit Total Adjusted Payment Amount Approved by CA.
22. Edit Amount Applied to Mortgage.
23. Edit Amount Applied to Debts.
24. Edit Amount Paid to Project.
25. Edit Amount Released from Reserves.
26. Edit Voucher Approved Date (mnvdd/yyyy).
27. Edit Amount of Correction.
Owner’s Certification

28. Edit Owner Sgned Name.

29. Edit Owner Sgned Title.

30. Edit Owner Sgned Date.

31. Edit Owner Sgned Phone Number .

32. Click on _Bubmit | and the “Voucher correction was successful” screen
displays.
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Manual Voucher Submission Correcting Manual Vouchers

OR

Click on Retum ta Vousher Submission Query to return to the Voucher
Submission Query screen.

& Note: Clicking on Return to Wouscher Submission Query cancels the transaction
and does not save the corrections.

January 2002 19




Manual Voucher Submission Deleting Manual Vouchers

Deleting Manual Vouchers

The TRACS Manual Voucher Submission application alows users to delete manual
vouchers online. A voucher can only be deleted if it was submitted through the Manual
Voucher Submission application, and has not been approved. In addition, the voucher
must be deleted before TRACS nightly process sends the information to LOCCS for
payment.

To delete a manual voucher:

1. Fromthe TRACSMain Menu, click on the Voucher Submission link, and the
Voucher Submission Menu screen displays.

Voucher Submission Menu

Veueher Submission
» Corect an existing vou:har

2. From the Voucher Submission Menu, select the Delete a voucher link, and the
Voucher Submission Query - Delete a voucher screen displays.

Voucher Submission Query

Delete a voucher

Erar the Cantract lumbsar endior Froject Number,
and Voucher Diata for the Vaucher you want o dakte

Subsidy Type: Seclian b '1
Contract Number:

e / o

Project Mumber:

VoucherDate: | coid (MMCCHTT Y]

January 2002
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Manual Voucher Submission Deleting Manual Vouchers

3. Select Subsidy Type from the drop-down list:

Section 8

Rent Supplement

RAP

Section 202 PRAC
Section 811 PRAC
Section 202/162 PRAC

4. Enter Contract Number (for Section 8, 202 PAC, 202 or 811 PRAC).
5. Enter Project Number (for Rent Supplement or RAP).
6. Enter Voucher Date (MM/YYYY).

7. Click on M and the Voucher Submission Summary - Delete a
Voucher screen displays.

Voucher Submission Summary

Diefede Existing Vioucher
Project Hames TEST COUET I
Prnject Mum SOaGuEIn
Ssbaidy Type: Formt Smpplessent
Vit BD: SaIOHEI050
Wiemchers [labes b
CONTRACT INFORMATION
Bty el Al M a i TEST MaMEZEMENT HD
fitaman t Bgent BB Humb ploeere ]
SENERAL Qe LIPS INFORMATION
(Contract Specilich

Tatal Uiss in Conlrace: 1]
™ Mupsisnr of Ledts Roce isg Subsidy Undes Contrace: i
* Mupsisor of Uitz Yacsnt Under Contrace 5
* Humbor of Usits Ocospiod By Markst Bond Tenans: 2
PAYIHENT REQUESTED
iz of Uaits s E0kng Amnoent Regussisd

" Fegelar Tenasd Asalsiamce Payimest Tor D01 L] ¥z
* Al pusimuo st to Regeler Tenani fedstance Paymenis 2 500000
Total Payresent Renusested; #|rrm

QWNER'S CERTIFICATION
* (mmenr Shgmad Manse: Tasters
* ey Sigmud Tofle; ACCOUNTANT
* Drwosenr Shgaad Date: gadem
* Jrwmenrr Sigmed Phose Bembon SEFEESORSG

DOl Vancher
Rietisin o ¥ icheer Gl b sion duen |
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Manual Voucher Submission Deleting Manual Vouchers

For Section 8, the following sections display.

EXCEPTIONS TO LIMITATIONS ON ADIISSION OF LOWER-INCOME FAMILIES (Only for Sec. 8 contracts effective
on orafter 10/1/19871)

Project-Hased Excepfions Im Use: B
Froject-Based Exceptions Allocated: &
Tenant-Based Excaptions In Use: 10

Todal Excegpiions: ih|

Date Fiald Offies Lagt Chamgad Allecatiors
for Project Besed Exceptions (MMDD Y

TENANT INCOME INFORMWATION
{0y for Sec. & contracts effecrive before TOM1/15817)
Hupnber of Unils Leased wo Low Incoeme Families wio: 12

1. began raceiving Sec, B an ar after A0, and
2, wrare nof very low incama at the time they kegan to receiva Sech

For CA-administered contracts, the following section will display for
CAs only.

ADDITIONAL INFORBATION FOR CA-SUBMITTED VOUCHERS

Total Regular Paymend Smount &pproved by CA: 10000
Todal Audj i Payment & it Bpp d hy CA: $500.00

Total Voucher Amoumt Approved by CA: SE00.00
Aumvo unt Applied to Mortgage: q0.00
Burvn umt Applied te Delds: q0.00
Amaount Pakd ta Project: §0.00
Amaount Raleased from Heserses: g0.00
Waoucher &pprovad Date (MDY 1A &0
Fmmumt of Correction: 000

The Voucher Submission Summary — Delete a voucher screen displays the voucher
with previously entered information. If the voucher retrieved has aready been
approved, the system will display a message stating that the voucher for the month
entered has been approved for payment, and cannot be deleted. If the voucher was
submitted through the batch process, the system will display a message stating that the
voucher submitted through batch process cannot be retrieved using this function. If
there is no voucher found for the search criteria enter, the system will display a message
stating that the voucher was not found.

8. Click on ___[Belete Woucher |, and the “Voucher Deletion was successful”

message displays.

OR

Click on | Return to Yousher Submission Query | to enter different search
criteria
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